

roved For 


FORM ^Q. ||5 
17 JANUARY I358 


TINTL 
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IT IS ORGAN I Z AT I o^N POL I CY THAT AN EVALUATION BE PREPARED FQR EACH STAFF EMPLOYEEANQ STAfF 

ag£nt once Each year and tha^o^^tees be informeo concerning the effectiveness qf THEip^woRx 
PERFORMANCE. REGULATION no. OuTl I nes the requirements and procedures for the prepara- 

tion of The initial* annual, reassignment, and special reports, the fitness report, form no. 

45 , IS USED TO RECORD EVALUATIONS. HOWEVER, AN EVALUATION IN MEMORANDUM FORM MAY BE SUBSTI- 

: - !i • • Je . i *• X -S " . • • •••'.• -Si TagwwmWfim « - S 'dUmi’ w ttft W” 4 " ! - FSfSpp'W ,l-> 

TUTEO FOR FORM NO. 45 FOR EMPLOYEES IN QRAOES GS-J4 AND ABOVE. 


A FITNESS REPORT WILL BE PREPARED FOR EACH EMPLOYEE AS QF N.INE MQgTH^,. AF T^ m 3 E^JRARpE^ ON 
DUTY WITH THE ORGANIZATION. TH|S REPORT IS QF PARTICULAR IMPORTANCE JR PRftyiPlNQ^ RffQfD QF 

the supervisor's evaluation of the employee before the completion or j^s tvelve-mqnth trial 

PER 1 00 • AN INITIAL REPORT MAY BE DEFERRED FOR A PERIOD NOT TO EXCEED ^0 DAYS BEYOND THE DUE 
DATE TO PROVIDE THE SUPERVISOR WITH ADDITIONAL TIME TO EVALUATE AN EMPLOYEE. WHO HAS BEEN, UNDER 
HIS JURISDICTION FOR LESS THAN QO DAYS. 


‘ A FITNESS REPORT WILL BE PREPARED ANNUALLY FQR EACH EMPLOYEE, EXCEPT WHEN A FITNESS REPQ^T HAS 
BEEN MADE FOR ?QME OTHER PURP03E WITHIN QO DAYS OF THE ANNUAL REPORT pATJ f AN AJJINUAJ. 

REPORT MAY BE DEFERRED UNTIL THE EMPLOYEE HAS BEEN UNDER THE JURISDICTION OF THE SfJfCRY I QOR 
FOR 90 DAYS, 

SCHEDULE FOR THE SUBMISSION OF ANNUAL REPORTS 


GRADES 

GS-I THROUGH GS-6 
GS-7 THROUGH GS-IO 
GS-I I THROUGH G5-J2 
GS- (3 and above 


30 JUNE 

30 SEPTEMBER 
JJ DECEMBER 

31 MARCH 


tm Tnt APM.1 N 1-SLffffl VE OFfl^ER ; the fitness report will BE PR E PAR-Eft., yt ACCORD ANCE WITH MMBjj 
and ec Submitted in triplicate to.the head of the career service concerned, the head OF^n^™ 

CAREER SERVICE WILL RETAIN ONE COPY AND WILL FORWARD THE ORIGINAL AND OTHER COPY TQ .THE OFFIQE 

of personnel. ’’ “ 


SECTION A GENERAL — self-explanatory ... _ .^ ... . ... .. 

SECTION B EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES 

IN THIS SECTION THE SUPERVISOR WILL LIST THE MOST IMPORTANT OUT IE.S, THE,,, f MP|,C|.Yf E HAS PERF SjpME 

DURING THE RATING PERIOD ANO WILL RATE EACH OuTY SEPARATELY. DUT ■ L I 1 N pRft^ OF 

IMPORTANCE. COMPARE WHEN POSS IDLE THE INDIVIDUAL BEING RATED WITH QXH|#S ^»r_QBM^ffi, 

AT A SIMILAR LEVEL OF RESPONSIBILITY, TWO INDIVIDUALS WITH THE SAME JQ0 T J T.L E MAY BE PERFORMING 
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SECTION B (continued) ' ‘"i ' ' ' ' 

’ ' " 7 [-71 : ' 1. 

DIFFERENT FUNCTIONS And SHOULD BE RATED ON DIFFERENT DUTIES, VERY ^'ffcFUL JONS I DERAT (ON .SHQVLO 
BE GIVEN TO THE LISTING OF DuTlES AND THE RATING GIVEN EACH DUTY BECAu|e THI 5 Sg CtiPN.i SL.AJI 
IMPORTANT BASIS FOR THE EVALUATION OF The EMPLOYEE FOR FUTURE ASS lG^fNTir I F T*Hfe" JOB^RfoufFiliS 

maintaining files. SAY whAT kInd; if it Requires preparing contributions to NTS chapters, say 

- ■ i- rs y ■ t Vi '-r-'^ww ' -IS* -»-’s 

what chapters; if it requires interviewing job applicants. Say what level or for what kind of 

jobs; IF IT REQUIRES CONDUCTING INVESTIGATIONS, tell what KINO AND FOR what PURPOSE j IF IT 
REQUIRES liaison activities, tell what kind and with whom; If it requires analyzing reports' 1 or 

PREPARING REPORTS, TELL WHAT KIND, WHAT SUBJECTS, AND FOR WHAT PURPOSE. 

: . . . - r ■ ■ • jji v, ,-i i| 

EXAMPLES; "operates 1250 MULTILITH press" — NOT "operates PRESS." 

"types research reports having many tables" — not "types.." 

"serves as senior case officer FOR 7 IMPORTANT CURRENT OPERATIONS using knowledge of 
FRENCH And POLISH LANGUAGES" — NOT "SENIOR CA$E OFFICER." 

"3UPERyi,&CS. SECONO-L INE SUPERVISORS WHO DIREjCJ ECONOMIC. *P T "|( S fi < i ;TSL 

RESEARCH. " 

. . P'*“ ‘ •' i ■ ■”] ' 

RESPONSIBLE FOR PROCESS I NG FISCAL., FINANCIAL, AND BUDGET REPORTS FOR AN OPERATING 
BRANCH OF JO PEOPLE" — NOT "FINANCIAL SUPPORT," 


SECT I ON C EVALUATING OVERALL PERFORMANCE IN CURRENT POSITION 


IN MAKING THIS RATING THE SUPERVISOR SHOULD TAKE INTO ACCOUNT THE EMfL.QYE£L*S CONDUCT ON THE 

. _ . _ ^ i\r-r . ' ■ ■■ • ; v ' :? •••.£ .■ : 1 ' * -u- 77 ' • ' ■¥ ' ' • . s. . Hi I! • 

JOB AS WELL. AS HIS PERFORMANCE ON ALL SPECIFIC JQ3 DUTIES, .EACH SUPJRV I SO | ^ J LL Jtf E | QH T^ESE, 
FACTORS IN HIS OWN MIND SO AS TO ARRIVE AT A RATING WHICH WILL REFLECT AN EMPLOYEE'S VAL^E ON 
THE JOS., IT IS QUITE POSSIBLE FOR AN INDIVIDUAL TO BE RATED H ! GH .ON, Wi' 5 t 

DUTIES AND YET . RATED Average OR BELOW ON OVERALL PERFORMANCE because'. H.is CONDUC^flNTH^ V 0 ® 
INTERFERES WITH GETTING THE WORK DONE. CONVERSELY, A PERSON WITH RELATIVELY LOW RAJINCjS pH 
CERTAIN SPECIFIC DUTIES MAY BE RATED HIGH ON OVER-ALL JOB PERFORMANCE flECAUSE HJS. CONDUCT ( ON 
THE JOB FACILITATES THE WORK OF TRE OFFICE OR BECAUSE OF OTHER PERSONAL qu.AEITlES THAT HE 
BRINGS TO THE JOB. ' . L ' . 7 7'' 1 \ 7 . 1 , 77 "7 ”'’77!! " ’!! ' 


m- - fr II 


SECTIflN D DESCRIPTION OF THE EMPLOYEE 


in This section the supervisor cons i oe rs the .employee from a succession of different angles 

ZlJITrli * N T E " j w«^ nts : ab ^ t h,m - ™ ese j mmi 

CHARACTERISTICS D|M,^5,T/iAXED BY THE I N£ I VISUAL IN HIS CURRENT j U 

STATEMENTS apply IN SOME DEGREE TO MOST PEOPLE, BUT SHOULD BE CHE<^(Elj! ftNLY, V^HEN $yCH RAT 1.NG5 
ASSIST IN THE DESCRIPTION OF THE INDIVIDUAL. THIS SECTION IS A GOOD TEST OP THE SUPERy.lftpR^S 
ABILITY TO OBSERVE HIS SUBORDINATES, , 

SECTION E NARRAT 1 VE DESCRJ PT I ON OF MANNER OF JOB P^RFO^MANCjE ' ( 

IN THIS SECTION THE SUPERVISOR DESCRIBES THE EMPLOYEE 1 3 DEMONSTRATED ,A£I L I J I.ES . OR DEF I C,| ERC I ES 
IN the performance qf, his present JOB. ANY RELATIVELY HIGH OR VERY J,~Qy RATINGS IN SECTIONS 8 1 
C AND D SHOULD BE JUSTIFIED BY .SUPPORTING STATEMENTS. IN ADDITION, THE SUPERVISOR MAY COMMENT 
HERE ON ANY EXTENUAT.I NG C 1 RCUM^TANGES WHICH AFFECT THE PRODUCT IVITY AN|I E£|;EGTJ,y^NE,SS Of THE 


SECTION F CERTIFICATION — self-explanatory 
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SECTION A 


FITNESS REPORT 

CONSULT attached instruction sheet before completing this report 


' GENERAL 


4- GRADE I 5 - SERVICE DESI6. 


1 • NAME 

( Las f ) 

(First) 

(Middle) 

6 • OTF I C I AL 

POSITION TITLE 




. OFF'DIV 'BR OF ASSIGNMENTlg 




10. PERIOD COVERED BY THIS REPORT MW MONTHS UNDER MY 


SUPERVISION 


i*. TYPE OF REPORT | special (Specify) 
( Ch eck on e ) 


INI t i al 


ANNUAL 


REASSI GNMENT- SuPFRv'l SOR 
REASSI GNMEN I • EMPLOYEE 


Career 

Staff 

Status 


not el ia IBLE 
PEND I NO 
MEMBER 
OECL I NED 
OEFERREO 
DENIED 


SECTION B 


EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES 


List up to six of the most important specific duties performed during this rating period. Rate per- 
formance ON EACH SPECIFIC DUTY, CONSIDERING ONLY THE EFFECTIVENESS IN PERFORMANCE OF THAT DUTY, All 
EMPLOYEES WITH SUPERVISORY RESPONSIBILITIES MUST BE RATED OK THEIR ABILITY TO SUPERVISE. 


DESCR I P T I VE 
RATING 
NUMBER 


SPECIFIC DUTY NO. 1 


1 * INCOMPETENT in THE PERFORMANCE OF THIS DUTY 6 - PERFO 

2 - BARELY ADEQUATE IN THE PERFORMANCE OF THIS FOUND 

duty LAR Ji 

3 • PERFORMS THIS DUTY ACCEPTABLY 7 - EXCEL 

4 - PERFORMS THIS DUTY IN A COMPETENT MANNER THIS I 

5 • PERFORMS THIS DUTY IN SUCH A FINE MANNER 

THAT H E IS A DISTINCT ASSET ON HIS JOB 

°- * RATING SPECIFIC DUTY NO. 4 

NUMBER 


6 - PERFORMS THIS DUTY IN AN OUTSTANDING MANNER 

FOUND IN VERY FEW INDIVIDUALS HOLDING SIMI- 
LAR JOBS 

7 - EXCELS ANYONE I KNOW IN THE PERFORMANCE OF 

THIS DUTY 


RATING 

NUMBER 


SPECIFIC DUTY NO. 2 


RATING SPECIFIC DUTY NO. 5 
NUMBER 


RAT ING 
NUMBER 


SPECIFIC DUTY NO. 3 


RAT I N G I SP E C I F I c DUTY NO. 6 
NUMBER 


SECTION C EVALUATION OF OVERALL PERFORMANCE IN CURRENT POSITION 


Take into account everything about the employee which influences his effectiveness in mis current 

POSITION - PERFORMANCE OF SPECIFIC DUTIES, PRODUCTIVITY, CONDUCT ON THE JOB, COOPERATIVENESS, PERTI- 
NENT PERSONAL CHARACTERISTICS OR HABITS, PARTICULAR LIMITATIONS OR TALENTS, ETC. 


Rating 

Number 


i . Unsat i sfactory 

2. Barely Aoequate 

3. Satisfactory 
• t. Excellent 

5. Outstanding 


NOTE: 

If overall evaluation is UNSATISFACTORY . attach copy of 

MEMORANDUM TO THE EMPLOYEE REGARDING MIS PERFORMANCE. 

If ovfrall evaluation is OUTSTANDING , justify this evalu- 
ation in SECTION E. 


SECTION D 


DESCRIPTION OF THE EMPLOYEE 


|r EMPLOYEE IS DEFICIENT WITH RESPECT TO ANY CHARACTERISTIC, RATE I; IF OUTSTANDING, RATE 5, 

(It is expected that most ratings will be Z , 3 or 1» ) 


PERSONAL CHARACTERISTICS 


Gets Things Oon 


Resourceful 


Accepts Responsibilities 


Can Make Decisions On His Own When Need Arises 


Does His Job Without Strong Support 


Facilitates Smooth Operation Of His Office 


Writes Effectively 
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SECT I ON e NARRATIVE DESCRIPTION Of MANNER Of JOB PERFORMANCE . .1 

Stress strengths a^STOV^ST ^§^^ 1/ I QPWrr^-W?^9 18 ^^°9^?9oQs made to em- 
ployee TOR IMPROVEMENT OF HIS WORK. AMPLIFY OR EXPLAIN, IF APPROPRIATE, RATINGS GIVEN IN SECTIONS B, 
C AND 0 TO PROVIDE THE BEST BASIS TOR DETERMINING FUTURE PERSONNEL ACTIONS. 


SECTION F CERTIFICATION 

I. For the Employee: 

I CERTIFY THAT I HAVE SEEN THIS FlTNESS REPOR 

Date , — Signature 


2 . For the Supervisor: j 

If this Report has not been shown to the employee, give reason 
' Explanation: J 



Typed ok printed name and signature of supervisor 
Official Title — — 

3. For the Reviewing Official: (check one box). 

r ""* I WOULD HAVE GIVEN THIS EMPLOYEE ABOUT THE SAME EVALUATION. 

I WOULD HAVE GIVEN THIS EMPLOYEE A HIGHER EVA.UATION, 

I WOULD HAVE GIVEN THIS EMPLOYEE A LOWER EVALUATION. 

~ ~ ~ ~ ' I CANNOT JUDGE THESE EVALUATIONS. I AM NOT SUFFICIENTLY FAMILIAR WITH EMPLOYEE'S PEHFORMANC 

COMMENTS! . I 


Typed or Printed, name ano signature of Reviewing Official 
Official T i ti f I — 



